Test Administration Training

Welcome to the Test Administration Training for the ACT for State Testing.



Agenda 2012-13

Part 1: Training for ACT Plus Writing Test Administration

1. State Specific Information

2. Testing Dates and Times

3. Testing Staff

4. Facilities

Part 2: Training for ACT Plus Writing Test Administration
1. Pre-test Activities

2. Test Administration

3. What's New

4. Accommodations Overview

Part 3: Training for ACT Plus Writing Test Administration
1. Post-test Activities

2. Success for You and Your Students

3. Resources
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The training will be presented in three PowerPoints in pdf format with the notes
accompanying each slide. This is Part 3 which includes the following topics:

1. Post-test Activities
2. Success for You and Your Students
3. Resources
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POST-TEST ACTIVITIES

This chapter discusses proper return of materials.

ACT, Inc. 2013




Return of Materials

* One after Initial Test Date, one after Makeup Test
Date and Accommodations Testing Window

* Pre-scheduled UPS pick up

* Call ACT immediately if UPS does not pick up
test materials by close of business on the

designated pick up date
* Keep materials secure until pick up

eRefer to your checklist of dates for material pick up dates following testing.

ePick ups have been pre-arranged with UPS.

o|f UPS does not arrive by the close of business on the designated pick up date, please call
ACT. This way, if there is a delay, we will have a note that it was due to the carrier, and we

will follow up.
eKeep the materials secure until they are picked up.



Packaging Writing Prompt

-Fort
* The writing prompt is considered a test booklet

* Return with multiple choice test booklets

* Do not include writing prompts with answer
documents

eFor the ACT Plus Writing, the writing prompt is considered a test booklet. Please return
the writing prompts with the multiple choice test booklets.



Return of Materials—Standard Time

» Supervisor's Report Form (first for initial test date)
» Answer documents to be scored

* Red Ink Envelope:
* Test Administration Forms—Standard Time

* Polymailer:

» Green Ink Envelope(s), Red Ink Envelope, any unused polymailers
* If you did not test any students

» Mark the outside of RED and GREEN ink envelopes “did not test”

* Place both envelopes in a polymailer and return to ACT
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e After the initial test date, for standard time testing, put the Supervisor’s Report Form,
and answer documents to be scored in the GREEN Ink Envelope.

ePlace one Supervisor’s Report Form in the first green ink envelope on top of the answer
documents. The SRF or “header sheet” identifies your school to the scoring system and
determines the test date to be reported (initial or makeup).

e|f you are administering the ACT (No Writing), you may insert up to 150 answer
documents per green ink envelope. If you are administering the ACT Plus Writing, you may
insert up to 100 answer documents per envelope.

*The RED ink Envelope is for administrative forms. Check the list of required forms printed
on the outside of the envelope to make sure you include all required forms.

*One polymailer will hold up to three GREEN ink envelopes with answer documents to be
scored, the RED ink envelope of required documentation, and any unused polymailers.

¢|f you return more than one polymailer, the RED ink envelope must go in the first
polymailer.

*The polymailer has a pre-paid shipping label, so once it’s packed and sealed, it is ready for pick
up.



Return of Materials—Standard Time

PACK IN CARTONI(S):
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+ Test Materials Distribution List
« Used Supervisor's Manuals

KEEP for Makeup Testing:

+ Partially completed answer documents of students
scheduled for makeup testing

* Unused answer documents
* Unused Supervisor’'s Manuals
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Use the cartons the materials arrived in, they have pre-paid shipping labels.

Follow the packing instructions in the Supervisor’s Manual when returning standard time
materials to ACT.

Be sure to return all of the test booklets shipped for the initial test date.

A different test form will be sent to use for the makeup test date.

Keep unused and partially completed answer documents, and unused Supervisor’s Manuals
to use for makeup testing.



Return of Materials—Standard Time
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return of materials to ACT:

» Supervisor’'s Report Form (makeup) and answer
documents to be scored in green ink envelope(s)

* Administrative forms in red ink envelope

* Both green and red envelopes in polymailer
+If you do not test, mark green and red envelopes and return
* Pack all other materials in cartons following
instructions in the Supervisor's Manual

*Return all materials after makeup testing
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e After the makeup test day, follow the same procedure for package and return of materials
to ACT.

ePack the SRF and answer documents to be scored in the green ink envelope.
Administration forms in the red ink envelope, and both the green and red envelopes in the

polymailer.
¢|f you end up not testing anyone, mark the green and red ink envelopes accordingly.

ePack all other materials in the cartons they arrived in following the packing instructions in
the Supervisor’s Manual.

*Be sure you have everything!
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» Supervisor's Report Form (for Accommodations)
« All answer documents to be scored

» Be sure to tear the required forms out of the
Supervisor’'s Manual, make copies for your records,

+ Check off the list on the outside of the blue ink
envelope to be sure all documentation is included
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Put the following forms into the blue ink envelope:

Accommodations Supervisor’s Report Form
All answer documents to be scored
State Test Accommodations Roster
Large Type Worksheets

School ID Letters, etc.

Administration Reports

Reader’s Agreement, if any
Irregularity Report, if any

VOID or REPLACED answer documents
Seating Diagram(s)

Testing Staff List

ACT Writing Test Agreement, if any

There is a checklist on the outside of the envelope. Use this to be sure you’ve
provided all of the required documentation.
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» Test Materials Distribution List

* All used and unused test forms

* Used then unused test booklets

* Blank answer documents

» Used and unused Supervisor's Manuals
- Empty ziplock bags

-

*Re-use the cartons that the materials arrived in to package materials to send back
to ACT.

eThere are no polymailers for accommodations materials.

eFollowing the instructions in the supervisor’s manual, you'll pack the cartons first
with empty ziplocks, supervisor’s manuals, blank answer documents, test booklets,
test forms- like Braille, large type, DVDs- the test materials distribution list, and
finally, on the top, you will place the Blue ink envelope.

*The cartons have pre-paid shipping labels, so seal them and they are ready to ship!



» Supervisor's Report Form (for Accommodations)
« All answer documents to be scored

» Be sure to tear the required forms out of the
Supervisor’'s Manual, make copies for your records,

* Check off the list on the outside of the brown ink
envelope to be sure all documentation is included

* Be sure to include the State-Allowed Testing Roster
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Put the following forms into the brown ink envelope:

Supervisor’s Report Form,

All answer documents to be scored,
State-Allowed Accommodations Roster,
Large Type Worksheets,

School ID Letters, etc.,

Irregularity Report, if any,

And VOID or REPLACED answer documents.

There is a checklist on the outside of the envelope. Use this to be sure you’ve
included all of the required documentation.
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PACK IN CARTON(S):

» Test Materials Distribution List

* All used and unused test forms

* Used and unused test booklets

* Blank answer documents

* Used and unused Administration Instructions
* Empty ziplock bags

Re-use the cartons that materials arrived in, and follow the directions in the Administration
Instructions to pack the materials.

These cartons also have pre-paid shipping labels, and will be ready to ship back to ACT
once they are sealed.



Keep Test Administrations and

ACT-Approved State-Allowed

Standard Time Accommodations  Accommodations

*If materials are mixed up when testing, students may not receive score reports, and if materials are
mixed up when shipped back to ACT, scores for students could be delayed.

*To avoid delays or problems, keep-

-Standard Time, ACT-Approved Accommodations, and State-Allowed Accommodations,
administrations and materials separated from one another from start to finish.



Each year, ACT monitors the issues which seem to cause schools the
greatest number of problems and lead to the cancellation of test scores.

The following are a few things to be sure to do, and a few things not to do, to help
your administration go smoothly.
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* Administer tests in order: Test 1, Test 2, Test 3, Test 4
+ No extra breaks or extended breaks

» Accurate timing of tests

» Arrange seating appropriately

» No cell phone or other electronic devices

» Answer documents must be in a processing envelope to be
scored—return materials following instructions provided

» Room supervisor required for each room
» No “dual” supervision of students in different rooms
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*For both standard time and accommodations testing, the tests must be
administered in order. Test 1 needs to be the first test administered, Test 2 needs to
be next, and so on.

*Do not provide extra breaks or extended breaks beyond what is authorized in the
appropriate supervisor’'s manual.

«Carefully and accurately calculate the stop time for each test to avoid cutting time
short, or providing too much time.

*Make sure seating is appropriate with all students seating in rows and columns
facing the same direction- the front of the room- so the room supervisor can easily
make eye contact with each student. No student should be seated so he or she is
facing another student.

*Cell phones and other electronic devices are not permitted in the testing room, or
on break. The only electronic device a student may have is a permitted calculator,
and that is only to be out during the mathematics test.

*Be sure to follow instructions for packing and returning materials to make sure
students’ answer documents are processed. If the answer document is anywhere
other than the envelope with the Supervisor’'s Report Form (the green ink, blue ink,
or brown ink envelope), it will not be scored.

*Also, a room supervisor is required for each room. The room supervisor may not
attempt to supervise more than one room at a time.



« Standard Time
+ Testing (verbal instructions) must begin by 9 a.m.
+ Provide full amount of time for each test

« Accommodations
+ Different Timing Codes = Different Rooms
+ All students in a room must be working on the same test section
+ l.e., all students working on Test 1- English at the same time

+ Exception: Timing Code 6 (time-and-a-half, self-paced, single
session)

* Do not change the approved timing code
* Do not provide extra time
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*For standard time testing, the verbal instructions must begin by 9 a.m., and you
must provide the full amount of time for each test, even if all students are finished.

eFor accommodated testing, students testing with different timing codes must test in
different rooms. There will be a room designated for Timing Code 1, a room designated for
Timing Code 2, and so on.

¢ All of the students in a room must be working on the same test, for example Test 1-
English, at the same time.

*The only exception to this is for Timing Code 6 which is self-paced.

eFor ACT-Approved Accommodations, use the timing code ACT authorized - do not change
it.

*Do not provide more time that what is allowed. Time must be recorded in minutes, so
double check your calculations. Clerical errors will result in cancelled scores.



+ Standard Time separate from accommodations
+ ACT-Approved separate from State-Allowed

* No single test session may be longer than one day
(for multiple-day testing)

* Testin sequence
« Reader administers test to one student at a time, one-on-one
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Standard Time, ACT-Approved Accommodations, and State-Allowed Accommodations
materials and administrations must be handled separately.

Test Standard Time students separately from students receiving accommodations, and test
students authorized to test with ACT-Approved Accommodations separately from students
testing with State-Allowed Accommodations.

If a student is authorized to test on multiple days, no individual test may be administered
over more than one day. If the student starts a test, he or she must finish the test on the
same day.

The tests must be administered in sequence. Do not make an exception even for one
student. This happens frequently, so | want to provide more explanation in context for
accommodations testing. If you have a few students with the same timing code who take
Test 1, and you’re set to administer Test 2 to the same small group of students on the
following day, but then one of the students is absent for Test 2, but the others complete
Test 2, the student who is absent may not take Test 3 with the other students. He or she
must take Test 2, then Test 3.

Finally, if a student is authorized for a Reader to read the test, this must be a one-on-one
situation. The Reader will be the room supervisor, and will administer the test to the one
student.

Again, we are sharing this list to help you avoid having a misadministration.



RESOURCES

The following is our contact information.



Documents and Online Training

s Montana Testina webhsite:

* Online room supervisor and proctor training webcasts:

under lest Administration Iraining
* Online accommodations trainina webcast:

under Accommodations
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The Montana Testing website houses many forms and links to training webcasts. You may
want to bookmark this URL to refer to this site.

There are two room supervisor and proctor training webcasts found under the Test
Administration Training heading. One version for standard time testing rooms, and another
for accommodated testing rooms. These may be reviewed as often as you find helpful.

There is also an accommodations training webcast found under the accommodations
heading. This explains the important role of the Test Accommodations Coordinator,

particularly in applying for ACT-Approved Accommodations for students with documented
disabilities and IEP or 504 Plans.
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Anonymous Security Hotline

+ Testing staff are expected to report test administration
irregularities and security issues to ACT Test Administration by
completing the Irregularity Report outlined in the Supervisor’s
Manual or calling 800/553-6244 ext. 2800 for Standard Time
Testing (ext. 1788 for Accommodations). Immediate reporting to
ACT Test Administration is critical to the standardized
administration of the ACT.

+ In exceptional situations, test center staff may wish to file an
anonymous report about concerns that the ACT tests may have
been compromised. If you wish to report such concerns
anonymously, you may do so by calling 877/777-7296 or reporting
it online at https://act.alertline.com

Your primary contact for Test Day issues remains the ACT Test
Administration Department.

The following message on the slide is in each of the ACT
Supervisor’'s Manuals and outlines contact numbers that should be
used to report test day irregularities and security issues to ACT
Test Administration.

In addition, and in exceptional situations, testing staff may wish to
file an anonymous report about concerns that the ACT tests may
have been compromised. If staff wish to report such concerns
anonymously, they may do so either by calling the number listed
or at the online website noted.



ACT Contact Information

« ACT: 800/553-6244 x 2800

« Contact Us: www.act.org/aap/state/contact.html
» Accommodations

« ACT: 800/553-6244 x 1788

* ACTStateAccoms@act.org

Read and follow all procedures and policies contained in the
Supervisor’'s Manuals, review this PowerPoint as needed, and, if
you have questions not addressed by this training, please call or
e-mail us.



OPI Assessment Contacts
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